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FOREWORD 



These are challenging times. So much is occurring in the area of organization diagnosis and 
development that it is almost impossible for anyone to keep well informed. In addition, the chief 
school ofHcer of an education agency has the awesome responsibility to provide quality education, 
administer equitably and to manage an institution that has few impact indicators by which success 
cm be measuired. 

•uiu^ coupled with needed creativity, innovation, and experimentation opens up so many 
possibilities that it becomes very difficult for a person, whatever his/her talents may be, to know the 
range of choices, to know what the options are, and to know .vhat the strengths and Umitations of 
each one may be. 

These present a clear mandate to the Pennsylvania Departmeht of Education to provide 
assistance to local education agencies in arriving at solutions to existing and potential administrative 
problems. As a result, management assistance teams have been estabNshed for the purpose of pro- 
viding direct assistance to requesting agencies. The management assistance teams will conduct studies 
and submit recommendations for changes which should result in improved management practices 
and more economical operational procedures. 




Ronald Lewis 
Commissioner for Basic Education 
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THE 

PENNSYLVANIA MANAGEMENT ASSISTANCE TEAM 



GENERAL INFORMATION 

The Bureau of Management Support Services of the Pennsylvania Department of Education 
h^s instituted a new approach to assisting local education agencies (LEAs) in the administration and 
management of the non-instructional aspects of their institution. This service will include a multi- 
faceted look at how the ageiicies are fulfilling their adminisfative responsibilities and will provide 
assistance in arriving at solutions to existing and potential administrative and financial problems by 
utilizing the highest possible efficiency in the allocation of their resources. 

Management Assistance Teaais composed of staff laembers from several burei-UG of the 
Department of Education will join with requesting LEAs in the Commonwealth Jh cooper^tiv-^ly ex- 
ploring their agencies' management practices, and wiM conduct studies and submit recommendations 
for changes thai should result in improved management practices and economical operational pro- 
cedures. 

Purpose 

Specifically, the purpose and objectives of the Pennsylvania Manage nent Assistance Team 
studies are as follows: 

1. The primary purpose of the assistance teams through study, recommendation and direct 
assistance is to assist LEAs in strengthening their school administrative and management 
processes. 

2. The general objective involves the assistance team, in cooperation with LEA personnel, 
conducting on-site reviews to identify the status of LEA mar.agement as related to problem 
a;^as within idcntifiec management funct ons and to develop recommendations for 
strengthening LEA capabilities for managing programs in those functional areas. Fci 
identification, the general mt^nagement function areas are: Administration, Evaluation, 
Finance, Management, Skill Development, Personnel, and Miscellaneous. As a result of 
the review process: 

a. The as.^istance tep.m and the LEA team will collect and anal^ zc data which describes 
strengths, outstanding practices, and problems of management. 

b. Concurrent with the collection and analysis of data, the combined teams will recom- 
mend, and through discussions, test the applicabiUty of alternative approaches for im- 
proving techniques, processis, and services of management. 

c. Management Assistance Team members will acquire a better understanding of State 
education program management within the context of LEA goals, objectives, structures 
and functions. This comprehension will be demonstrated through revisions of team 
stuuy and review processes and their implementation for subsequent cycles. 

d. LEA team members will acquire a better understanding of techniques, processes and 
services for effectively managing and coordinating programs. This will be demonstrated 
by their plans for implementing assistance team recommendations on a scheduled basis, 

e. Managemcni assistance team members and LEA team members, through discussion, 
will identify State program policies, procedures, and regulations which should be im- 
proved for more effective maiiagement. 



Although the reviews concentrate on the management funr^i'in.s which are common to the 
operation of all progiams, the specific program scope may vary ahghtly based on the perception of 
the problems by the LEA and its desire to correct or modify them. It is a basic function of the 
assistance team to assist the ^EA in identifying and in some instances delimiting the areas of study as 
well as helping them to solve, remediate and prevent problems by promoting management techniques 
and procedures uf greater efficiency and fiscal accountability. 

Findings-Conclusions 

The Management Assistance Team's draft report and its final report will contain findings, 
conclusions, recommendations and commendations. It should also be noted that recommendations 
and commendations will not be made without presenting supporting findings and conclusions. 
Similarly, findings and conclusions will not be included without making recommendations or com- 
mendations. 

Recommendations 

The recommendations for improvement of LEA piograms are not mandatory but can ii ac- 
cepted act as change agents for meeting* the increasing need to develop the ability to identify and deal 
with the broad and rapidly cnanging responsibilities, opportunities and problems in education and its 
administration. Acceptance of the recommendations will also serve to support the cooperative naturf 
of the study and will assist in establishing a sound basis for a coordinated working relationship be- 
tween the Pennsylvania Department of Education and the LEA. 

In many instances, after studies have been conducted by management assistance teams, the 
LHAs could design their own teams to expand and carry out the study process and review on a con- 
tinuing or periodic basis. 
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PLANNING MEETiriQ - REVIEW DATES 

Proccdurts 

On receipt of a written request from 'he Chief School Administrator (CSA) of an LEA or 
designate, the chairperson of the Mnuagement Assistance Team will meet with that official and ad- 
ministrative staff in a 1-day planning sessii^n to discuss the purpose, objectives, and procedures of a 
management assistance review. Th^ fcPoving «vill be di.^ci«sscd: 

1 . The Management Ai^istan^e Revif^w Pro;ir«m ~ a description of the purposes, objectives 
and processes (this document). 

2. Definition of Managrmeoi Fu!ictiopf»» 

3. The Review Time Schedule - the i.U;n for ti»e on-site review. 

4» The Self Analysis Document — an outlin'- of the information to be assembled by the LEA 
to assist the management assistance team the LEA team in preparing for the review. 

5. The Discussion Guide Rifcience ~ a guide lor planning the discussion of each manage* 
ment function. 

6. LEA ResponsibllHy r3an — a plan vhich describes action to be taken by the LEA to 
achieve **ie objectives of the revie v. 

7. State Management AsMstanre Team Responsibilities. 

8. Report Outline — b standard outli* for use by the assistance team in preparing the written 
report. 

Although final arrangements n ^ardin^ all procedural matters will not likely be settled at the 
1-day planning session, three key decisions should be uiade: 

1. The designation of an LE^ staff nr:^mber who will be responsible for cocrdinating review 
activities within the VdA ard fo^ ^coordination with the chairperson of the Management 
Assistance Team. 

2. The date and du»"Rtion " f.he review. 

3. The date for comt>leting ^ni sending on ir the management assistance the self-analysis 
materia] (at least 20 days orior to tlie sch^duhi r^^^icw). 

Other preparations which shor'd be inii'^.ted during the planning session include: 

1. Development of the reviev/ agenda. 

2. Identification, verificaticn, aftlditioi.r. deletions of the programs to be included in the 
review. 

3. Development of the LEA responsibility plan: 

a. The selection o^ LEA staff and their assignment to the program study groups. 

b. Possible participation and selection of other personnel for program study groups 
(school board, citizens, business, etc.) — optional. 

c. Orientation plan for LEA staff members and others. 

d. Assignment of self-analysis doC'inient to appropriate oersonnel for completion, 
c. Identification of special problem.^:.. 

f. Physical arrangements for the icv ev. 

g. Management assistance revif.w publicitv optional. 

h. Procedures for re^ewinR the draK Management /osistance report. 

i. Procedures for analyzing the fin^ • '^non ^nd developing implementation plans. 

After the initial planning session ^nd prior to tSe management review, the chairperson of the 
Management Assistance Team 'vill arrange a foilow-un planning meeting or other forms of com- 
munication with the LEA coordinator. At thi« time olsns will be finalized for the review and the im- 
plcme station of other specified LEA Tt^^ oon5;i> ;iitics. 



PREPARATION - MANAQEMENT ASSISTANCE TEAM ^ 

TnIoIbs 

AH team members will participate in two general orientation sessions with one meeting talcing place 
prior to the initial on-site planning session and the ot|ier prior to the on-site review in order that additional in- 
fomiation about the LEA can be presented arid discussed. The chaiiperson is responsible for the itcrultment, 
orientation and assignment of team members to the identified problem management function areas. 

During the orientation !>essions the team will: 

1. Establish an agenda and schedule for the review prep^ation. 

2. Obtain a thorough knowledge of the purposes, objectives, and procedures of the review. 

3. Develop an understanding of the roles and functions of team members. 
4.. Become familiar with the LEA's Responsibility Plan. 

5. Study i*nd discuss pro-am and raantsement infomiatior about the LEA that is available within the 
^ Department of Education 

6. Analyze and Jiscuss the LEA's Self- Analysis Document and other materials. 

7. Develop tentative findings, conclusions and recommendations and prepare key questions for use 
and follow-up at the on-site review. 

Each itianagonent assistance team member will be assigned the responsibility to review or assist in the 
review of a specific management function. To carry out that responsibility each team member will: 

1 . Make a deteraimed effort to inform himself about the status and level of development of the 
management processes in each LEA reviewed. 

2. Prepare prior to the on-site review, ming the self-analysis and other documented information, a 
preliminary hypothesis on the status of the management function assignee 

3. Gather evidoice during ilie o>j site visit to substantiate hypothej«s, verify conclusions, and support 
recommendations. 

4. Prepare a written draft sectioh of the LEA rerort and submit to team chairperson by thn end of the 
on-site review week and, in consultation with the chairperson, prepare the revised draf i section ac- 
cording to the time schedule established. 
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REVIEW RESPONSIBILITIES 

Tnn Chalrpcnon 

During the review the chairperson will: 

1. Coordinate the activities of the review and supervise and assist the work*of the team. 

2. Work with the LEA coordinator to modify schedules as necessary and plan sessions. 

3. Arrange for individual interviews between PDE/LEA personnel as needed.* 
A. Lead team discussions at the close of each day's meeting. 

5. Assist team members in preparing for each day's session. 

6. Assist team members in analyzing flndings, developing conclusions and preparing tentative 
recommendations. 

7. Require each team member to prepare a draft of his/her final morning's report and to 
discuss it with the team prior to presentation before the LEA group at the close of this 
review. 

8. Collect a copy of each team member's report at the close of the review. 

Within the context of the above, the LEA coordinator is responsible for working with the 
management assistance chairperson to insure that schedules are maintained, tthat facilities are ade- 
quate, and that LEA personnel participate as scheduled. 

Team Members 

1. Serving as discussion leader for the area assigned and establishing liaison with the LEA 
member(s) prior to the review. 

2. Collecting and analyzing data which describes strengths, outstanding practices, and prob- 
lems of program management. 

3. Suggesting and t. sting, through discussions, the applicability ofalterjiative approaches for 
improving tetl^ques, procedures and services of management. 

4. Determining meinods used within the LEA to coordinate programs, and suggesting and test- 
* ing, through discussions the applicability of alternative methods for interrelating programs. 

5. Identifying State program policies, procedures, and regulations which shoulu be improved. 

6. Meeting daily as a team member to exchange information, sound out tentative conclusions 
and recommendations and to formulate strategy. 

7. Developing a preliminary report, consisting of findings, conclusions and tentative recommen- 
dations for discussion with team members and for presentation at the fmal review session. 
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LEA RESPONSIBILITY PLAN 



This pUn is provided as a guide to the LEA in preparing for the management review. It sup- s 
ports the cooperative nature of the activities and assists in establishing a basis for developing; a co- 
ordinated working relationship between the Pennsylvania Department of Education and the LEA. 

The degree of each L£A*s commitment and involvement is appropriately left to hs discretion. 
The benefits which the LEA derives from the review, however^ are directly propcHtionate to the com- 
mitment made by it to the review activjities. 

The preparation for the review should be focused upon one primary objective: the develop- 
ment and implementation of an LEA orientation for its review participants which will insure the most 
productive sessions possible. To achieve maximum benefit all participants must understand their 
roles and responsibilities. 

LEA Coordinator 

Some of the more important duties which might be delegated to the LEA Coordinator are: 

1. Acting as liaison between the LEA and the Department of Education for all matters rela- 
ting to the review activities. 

2. Selecting and appointing all LEA participants in the review. 

3. Coordinating and implementing orientatio i and training for all LEA personnel participat- 
ing in the review. ^ 

4. Distributing* collecting and analyzing the LEA^s self-analysis documents and sharing 
them with the review team. 

5. Coordinating all public information relating to the review. 

6. Making all physical arrangements for the review. 

7. Develpping and implementing procedures for reviewing the draft report. 

8. Preparing and submitting the formal response to the review, with an implementation plan. 
The selection and appointment of the LEA personnel participants needs careful consideration 

and should be those who: 

1 . Are knowledgeable about the overall agengy as related to the management function 
assigned. 

2. Ha^ e sufficient experience with the agency to be able to interpret information for the assis- 
tance review team members. 

. 3. Are able to assist discussions and formulate and present key questions which will ac- 
curately determine the status of each management function. 
4. Can supply supplementary facts to clearly establish flndings. 

3. Are able to contribute to the conclusions and recommendations drawn from the data and 
discussions. 

LEA Personnel 

1. Providing data and discussion in the area assigned and assisting in collecting data and 
materials that describe strengths, outstanding practices, and problems of management. 

2. Reacting to and presenting suggestions and recommendations about the applicability of 
alternative approaches for improving techniqt rs, processes, and services of managements 

3. Providing information which will assist in determining methods used within the LEA to 
coordinate and interrelate programs. 

4. Meeting with management assistance team members to assist ih suhimarizing findings, 
conclusions and tentative recommendations. 
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MANAGEMENT ASSISTANCE TEAM REVIEW REPORT 

Rfport Proccdum 

During and after the on-site review, the team members will complete draft sections of the 
report for which they are responsible and submit them to the team chairperson according to the 
e&tablished schedule. 

Using the standard' report outline, the team chairperson will coordinate the preparation of the 
report and will prepare all parts not assigned to individual team members. After & review and 
clearance of the draft reporl, the chairperson will arrange a 1-day meeting with the GSO and his/her 
management staff to discuss the draft. Copies of the draft are to be sent to the CSA within 36 days 
after the close of the on-site review and at least a week in advance of the 1-day meeting. 

At the I -day meeting the team chairperson will review the report in detail with the CSA and 
staff. The objective of this meeting are: 

1 . To correct any inaccuracies in the report. 

2. To review and test the feasibility of the recommendations. 

3. To obtain from the LEA a commitment to develoD a plan for studying the re^it, a rank- 
ing of the recommendations according td importance in strengthening the LEA's manage- 
ment of programs, and a list of those recommendations which the LEA will begin im- 
mediately to implement or for which strategies may be developed. The LEA's response is to 
be sent to the team chairperson within 15 days and will become a part of the report, as pro- 
vided in the Report Outline. 

Following the 1-day meeting to review the draft report and receipt of information from the 
LEA (see #3 above), t^e .team chairperson will prepare a final report which will be submitted to the 
Bureau Director for review and clearance after which it will be sent for duplication. Copies will be 
sent to the CSA for use and copies will be distributed internally within the Department of Education 
and to other interested parties on request. 



FOLLOW UP DEVELOPMENTAL ASSISTANCE 



In ihc event thv* CSA Uositcs as^isiancc in drawijig up a performance worK plan for the im- 
plementation of the review leconunendaiiotb: or a.ssisrancc in carrying out the wcrk plan, coniact 
shuulU litcn be made with the chairperson of the ^Management Assistance Team or Ihe Director of the 
lUireau ol Vtanagcmcnt Suppoii Serv.^cs. 



MANAGEMENT ASS'.STAi^<ICE TEAM REVIEW - EVAL(!ATION 

Kvaluatiun lustruiuiMUs 

Thtr Management Assisfanec Team icviuvv progiam will be evaluated each year to determine 
ihc extent lo which its objectivcN have '-een aci'iieved. livaluaiion data will be obtained from: 

l/'LliA Personnel Comments/* 

2, Team Chairpcuoo '^Report of ilic State Management Review." 
^ Team Members "('omments on the Siutc Management Review." 
4. Review Reports. 

5,1 CA's plan Km irnplcmcntinjii the rt\*()mmcndativ>!i.-.. 
6J-ieki ob>ervaiion reports. 
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APPENDICES 



A. Minagcment Review — 1 Day Pre-Review PItaning Report 

Bt Review Time Schedule 

C\ Report Outline — (or Draft and Final Report 

D. LEA Persunnei Comments Form 

Team Comments on Management Assistance Review 

F. Management Assistance Team Request Form 

G. Management Assistance Team — Areas of Study 
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MANAGEMENT ASSISTANCE TEAM REVIEW 
1-Day Prerevlaw Planning Raport 

LEA CHAIRPERSON — 

DATE OF PLANNING SESSION DATE OF REVIEW '. 

LEA PARTICIPANTS AT 1-DAY PLANNING SESSION; 

CSA □ DEPUTY □ MAJOR DIVISION DIRECTORS □ 

LEA COORDINATOR (Position) 

OTHERS 

REVIEW AGENDA DESCRIPTION: (Describe general format to beJoUowed during review.) 



EVALUATION OF LEA REACTION TO REVIEW: 



UNIQUE PROBLEMS NOT COVERED BY PROCEDURES: 
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TYPICAL MANAGEMENT ASSISTANCE TEAM REVIEW SCHEDULE 

Day (working) Date (calendar) Activity 
1 • Receipt of LEA Assistance Requests 

3 • Selection A recruitment of Rrview Teain 

S • 1st meeting of Review Team 

• Planning Meeting with CSA of LfiA 

20 • Receipt of self-analysif document •& other materials from LEA. 

(At least 20 days prior to review) 

^ • Follow-up planning meeting with CSA of LEA (at least 10 days 

prior to review) 

• 2nd meeting of Review Team (at least 5 days prior to review) 

40 • Management Assistance Team on-site review (2-4 days) 

"'^ • Draft report of review completed and sent to CSA of LEA. (no 

more than 36 days after review is completed) 

• Draft report discussion with CSA of LEA (no later than 5 days 
after report) 

• Final report of management review completed. 

The above is a typical time schedule for a management assistance review and should be 
adhered to as closely as possible although it should not be considered so inflexible that it could not be 
altered depending on certain circumstances. 

Within a time period extending over a calendar, school or fiscal year, several management 
assistance reviews can be carried out that will overlap, follow or be conducted concurrently with 
others within the context of tills time schedule. Due consideration must be given, of course, to the 
availability of personnel to staff the management assistance teams. 
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MANAGEMENT ASSISTANCE TEAM REVIEW 

Raport Outline 

1. Acknowlcdgtments 

2. Table of Contents 

3. Introduction (Standard) 

4. Highlights of overall LEA management and review 

—briefly notes exemplary and noteworthy management practices 
—highlights major recommendations 

5. Management Functions 

—describes fmdings and conclusions and makes recommendations and commendations for 
each management function 

a. Management function reviewed (defmition to follow page heading) 

(1) Finding and Conclusion #1 
—Recommendation/Commendation 

(2) Finding and Conclusion #2 

— Recommendation/Commendation 

(3) Etc. _ \ 

b. Etc. 

6. General Administration and Organization 

—for use if there are other recommendations which do not fit into any one of the management 
functions- " 
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LEA 

Gioup- Member / / 

MANAGEMENT ASSISTANCE REVIEW 
LEA PERSONNEL COMMENTS FORM 

The Management Assistance Review (M\R) of yn"r l^al Education Agency (LEA) has 
been completed. In order to improve thi review urocess, wc need your frank comments and sugges- 
tions. 

You can react to most of the items given nelow by a check in the appropriate column. If there 
is insufficient space for your reactions o write-in items, please make additional comments (by item 
number) on the back of this sheet or add anotl.rr nhr,?t. Print "NA" if an item is "Not Applicable" 
to your MAR. 

Please return this form to the '»tatc icap^ Chairperson or mail to: 

Mr. « tporor D. Sauers. Director 

Bureau M'inagemert Sup xirt I vices 
Pennsylvania Derartincnf o* ^duration 
333 Market S*'-ct 
Harrisbvff. P^. 1''I26 



You need not sign your name. Tn«mk yoi for your «mm^«atc reactions. 



1. What were the purpose and obicc-ive* of tU Managemtnt A^cistance Review as you understood 
them? 



Yes No 

2. Did you understand the proccdMres of the MAR priur to thr oa-site visit? 



3. If your answer is "no" in Question 2. what would hevr Heen irtftlpful to you in gaining a better 
understanding of the proposed MAR? 
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Yes No 

4. Did the MAR mcee your expcctritions? 

5. It ihe aiiswtff "n-.i'* in cjucstion 4, what did yoti txpcct? 



6. Did you know that Sdf- Analysis i'orms were to be used as a basis for the MAR? 

7. Were the Selt-Analysis Forms useful lo you in preparing for the MAR? 

8. Durmg the discuisions of the MAR did the State team show that it was 

familiar with the data included on the Self-Analysis F-orms? 

9. In your judgment, were the major management problems identified dur- 
ing tlie MAR? ' 

10. If the un^^wcr is ''no * in question 9, what procedures would assist in identitying the major problems? 



U. Did you have the opportunity lo make recommendations concerning the problems? 

12. Indicate your opinion conLcrning the amount of time devoted in the MAR to each of the funrtions 
listed below: 

TIME ALLOTTED 
Need About Need 
Less Right More 

a. Adminiiitration — 

b. Kvaluution — — 

Fimm^^e v w ♦ ♦ 

d. Munujiemeat 

e. Skill Development 

f . Personnel 

g. Misi'eUani'ous 
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13. Do you believe ihat the members selected for the State team had sufficient 

expertise necessary to conduct the review? 

14.1f your answer is ''no" to question 13, suggest omissions and types of personnel required. 



15. Were there too many members of the State and LEA teams present for the 
MAR? 

16.1f your answer is "yes" to question IS, suggest the appropriate size. 



17. Do you feel that everyone on the State and LEA teams had the opportunity 
to express his views and ideas? 

18. Did you like the use of the small groups for the discussions? 

19. Did you feel that the MAR enabled you to view your programs objectively? 

20. Did you gain insights concerning related and other programs in the LEA 
that will help you function more effectively? 

21. Did you feel that top management was sufficiently involved in the MAR? 

22. Did you feel that middle management was sufficiently involved in the 
MAR? 

23. Do you feel that any time was wasted? 
If yes, indicate where: 



24. Should there be more orientation concerning the MAR and more inter- 
departmental self-analysis before the MAR? 

25. Do you see merit in your LEA using the MAR process in future endeavors? 

26. Was the oral presentation of findings and recommendations on the last day 
adequate, pending final written report? 

21 



27. If your answer is "no" to question 26, how could jt be improved? 



28. ADDITIONAL COMMENTS AND SUGGESTIONS AND REACTIONS 
(Use added sheei if necessary) 
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TEAM COMMENTS ON MANAGEMENT ASSISTANCE REVIEW 

NAME.. ..^ AREA : 

Please provide your asse^j^nient of the following aspects of the MAR on a 1 through S scalCi using 
number 5 to represent the highent value and 1 to represent the lowest. 

Rating 

1 . Adequacy of Team Training 

a. General Sessions for team members. 

b. Functional training 

c. LEA Udm meetings 

2. _ State T^^ „ ^ ^ ^ 

a. Interest in MAR by team members 

b. Participation and leadership in discussions with LEA staff 

c. Ability of team to identify problems and recommend alternative approaches 

d. Ability of team to produce summary report for last session 

e. Overall performance of team 

3. LEA preparation for the review 
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COMMENTS: 

1. Highlights of the review (include outstiuidliig management practices): 



2. Recommendations for improving reviews: 
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MANAGEMENT ASSISTANCE TEAM 

( 

REQUEST FORM 



Raquettirifl Institution: 



Address: , 



Telephone: ( AC 



Person Making Request: 

Name: 



Title/Position: M 



Information Data: Uie reverse side if necessary 
a. Nature of PrnblBm: 



b. Assistance naeded (see list) : 




1 


2 


3 


4 5 


6 


7 


8 


9 


10 


11 12 13 14 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 


25 2B 27 2B 


29 


30 


31 


32 


33 


34 


35 


36 


37 


38 



39 40 41 



Date received in PDE. 



Superintetxient 
Bite 



Bureau of Management Support Services. Pennsylvania Department of Education, 333 Market Street. Harristxirg. PA 17126 
DEBE-1839 (1/80) 
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G 

MANAQCMCNT ASSISTANCE TEAM 



AREAS OF STUDY 



ADMINISTRATION 

1. Child Meounting 

2. Proiaetine •nrolimwits 

3. SdMolMibMy 

4. InvMtory eontrel 

5. BuikUne MilntMwnot 

6. BuUcHiHl optnitlon 

7. Inwrsnot eovmgt 

8. School buikiitifl cemtruetkm 

9. Trasnportitlon 

10. Ctfttwia optfition (food and nwLritkm mtvIcm) 



EVALUATIjDN 

11. Oittrlet itaff tvaiiMtion tyttMn. 

12. Faeility Mthiction 



FINANCE 

13. AeeounttfalUty in budgtting 

14. Computtrixlne Khool Moounti 

16. Bidding and purehaiing- 
18. BudgtUng preoMi 

17. PurehMing 

18. Caih mamgamtnt 

19. School wbUdy 

20. Invaftmcnt couniflting md proccdum 

21. Rcvtnuc projecting 

22. Z«ro-bM«d budgttiifg 

23. Effacting •eonomits 



MANAGEMENT 

24. Organixftional dtvalopmant 

25. Maiiagamfnt by oblaetivat 

26. Taam mahagamant conoapt (dadttofwnaking) 

27. RawltMriantad managamant 

28. OavaiopiniMhooldiitriet policial 

SKILL DEVELOPMENT 

29. Hiring practieat 

30. Improving adminittrator/board/itaff 
ralationshipi 

PERSONNEL 

31. Motivating itaff panunnal 

32. Staff davalopmant (group procan ikllli) 

33. Preparing a Itaff handbook 

34. Building and maintaining Itaff nM>rala 

MISCELLANEOUS 

35. Planning 

36. Community involvamant 

37. Dadining anroilmant 

38. Energy comanration 

.39. Equal educational Opportunity/affirmative action 

40, Protecting pupM property 

41. Protecting ichobi property 
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